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Pogition Number -~ 0018 and 0477

Personnel Officer (GS 0201.02 iZi:' .
25X1A8A [ ]Departmental, Support Staff :
Hg . Personnel Soctlon
E DUTIES:

A, Summary

| The incumbent serves as Chief of the Unit:responsible

for all phqseb of pefsonnel aumlnlstratioﬁ in suppor¢ of
9RX1ARA - . .

| and related act1v1t1es both HQs.v  |

‘25XTC:and [::::jlnstallatlons participates in pla nning, im—

u

plementlng and directing personnel adm*nlstratlon act1v1tles

25X1A8A .
“in support of world widel |activitles affecting some

gé%c
%aff employees, staff agents, and military detailees,
9A2 X9A2

type A contract employees (including career agents),

2 ) 25X9A2
Effff%ontract agents and approximately[::] hires in several

prpprietary projects.

B. Duties & Responsibilitics

s - 1. Implcuments Agency personnel policies and regulations
25X1A as well as DDP and [::]Instructions. provides staff advice

and guidance to the [:::::]()fficials. Keeps Chief[zggfpergonnel

25x1Aadvigcd on personnel decisions and problems and deals directliy

with the Chict and Deputy Chiet of the on personal
“matters of all types. ~25X1A

9. implements and directs a progran for meeting personnedl
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requirements for the orderly screening, selection, hiring

‘i : of applicants, and the assignment, training, utlllaatun%5X1A
. ‘ reassignment and placement of the [:::::]'per sonnel to meet

world-wide requirements. This 1ucludes the use of Staff
: q

military, ccntract and propr1etary pﬂrsonnel and 11alson

with other career services, arg Ta divisions and various

‘yrelated components.

3. Serves as Recording Secretary to tnef%iﬁ?@rsonnel,

es
T

25X1AManaGement Committee. Compiles background material on

,the per @nnel as required for PMC meetings, and is

re5p0n51b1e for initiation wnd follow=up of policies and

25X1A

decisions resulting from "PMC action.

4. provides advice and guidance to the Chief

regarding position titles, grade structure, organization,
etc. - '
25X1A

5.  Provides advice and cuidance as well as emnployee

personnel on administrative,

relations counseling, to

procedural, technical and personal questions and problens.
6, Prepares correspondeince on personnel and adminis-

trative subjects including cables and dispatches to the

£ip1ld and monitors action traftic of other Area Divisions

which pertailns to| | assets.

7 Develops and maintains statistics for input into

special and one-time reporis as well as weeikly and monthly
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8. Conducts continuous liaison with various Headquarters

components in order to provide appropriate support for

-

thé”[:::i:]and related activities.

-

9. Revievs assignments, areas of assignment, cir-

LN

cumstances, etc,, to insure established cover is adequate

for persconnel to meet requirements of their assignment.’

-

30. In addition to the above dutles the present in=-
cumbent has been dﬂSlvnated the Women's Afzalrs OfFlc@r
for the Division apd as such serves as women's repre;

sentatlve at the Personnel Management Committee meetlng,

C. Supervision

-

The incumbent is under the supervision of the Chief

&ASA
- and DC Pers who provide techunical and adninistrative

supervision over this position. The incumbent participa

25X1Ain all phases of personnel administration in support of

" the and exercises day-~to-day supervision over

one personnel Clerk/Assistant (D-Careerist).

I Job Requiremencs

This position requires extensive background and exper
in all facets of the personnel function as practiced wit

in the Agency in geueral and the DDP in

e

kT

ciuded in these regquirements are knowledge and ability 1

tes

ience

-

sarticular. Int=

11

such. areas sclecltion of new personnsl, cuitracting procedures,

-2

placenent, promotion exercises, training and orientation,

handling of pevsonnel problens/sensitive cases, position

cd funcltions as- a8Ssess
00900020011-3

cotirement and smployee guldance and

ment

O
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25X1A8A
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and evaluation, medical processing, security, finance

and occasionally logistics are often needed as well as

a good working knowledge of regulatory material in all of

-
LRI

these subjects to perform acceptably.‘ This‘should all be
at such a level that the incumbent can handle staff work
within the Division té proviée‘the reguired support to»the
assigned organizational elemeﬂt($} and through the Chief
and Deputy Chief Personnel, to the Division Chief and’
conduct required 11awsow with other Arenpy componenbs_gucp

as DDP/OP, DDP/NSP Cbpay 0M3, OP/SPii, OP/CPD, A & E Btaff,

CC3 and others. .

11 Scope and Difficulty

The incumbent works under the supervision of the Chief
and Deputy Chief of the Personnel Sectioﬁ who retain final
 reviewing author;ty. However, they must be able_to implement
Agency personnel policies andtreguldtions as vwell as DDP
and[ Jinstructions with minimum supervision in providing
staff support to the assigned organi uhblo; al elements includin
1iaigon with other cowponents. Guidlines in the day-~to-day

conduct of business ore derived from written egulatory

\..

mater 141 and supervision as required, bHui 2 major source is

the basic background and previous experience of the incume
A

bent applied o the currvent situation 1o arvrive at sound

=) i e ot e - y
UOCLSIGAES anu parieeauye

1E7 Qesponsiniliuvy

Lah lnoumoent s vespousinle for 2ll Taceis of parsonnel
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25X1A

or sensitive matters they are reguired to seck guidance from

their superviscrs as well as discuss their recommendationsi

however, unless there are overriding circumstances staff
work accomplished by the incumbent and the recommendations
based there on will hold and be acted upon. .The level of

decision making and commitmeht authority could, with proper

A

o

coordination, become Division level from a staff support

stand point.

IV. Personal Relationships ‘ - .

Sk

Thne incumbént‘must develop personal relationships with

the employees, the Division elements they service on a

daily basis, and other Agéncy components such as indicated
] :

in I above on a continuing basis, These relations are genera

to exchange information, to provide staff support and to
persuade others to taks action reguired in the accomplishment

of assigned functions, Contaects range from the assistant

level to the Division, and sonmetimes to the Office

of a Directorate level, The incumbent is  expected to be

competent in coping with any level of lianison or coordination

level required in the accomplishment of their assigned duties
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